
ION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS: See Publication No. 76-P.M-! for instructions on completing this form. forward signed hrisinal :O 
Fepartment of Archives and History, Rewrds Management Division, 330 Capitol Avenue, Atlanta, $eo?gis. 30324. 
Attention: Scheduling Section. 

! 

r 
OFFICE OF THE SECRET4RY OF STATE 

DEPARTMENT OF ARCHIVES ANb HISTOR' 
RECORDS MANAGEMENT DIVISION 

Post O f f i c e  Box 2406 
Savannah, Ge,orgia 31402 

' 2. ParsontoContaa WorkingTitir ' ' Telephone Number 3 

* i. Datasot Series 
i E a r l i e  Latest 

. 1974 I To Date 

u t i n a  964-3894 . 3. AaionRquestd 
. 

5. R ~ o r d s  Series Title (foilowed by title usd in oflice; /f differentl 

Paid Invo ice  Reg is te r  F i l e  

a- a Gtaoiisn Retsntion Schedule* record will continue to accumulate. 
b. 0 Oisoose of wesent accumulati a n: no further accumulation anticipated. 

i 

1 Documents relating to: Reg is te r  l i s t i n g  a p p l i c a t i o n  of paymen 

lnduded are: Paid Invo ice  r e g i s t e r  ( p r i n t o u t ) ,  cash 
documents (check stubs),  outs tanding I I l i s t i n g .  

actua l  cash r e c e i p t  s l i p s .  
s ,  accounts outs tanding and . 

r e c e i p t s  and suppor t ing 
s t i n g  - end o f  month i nvo i ce  

I 

File is arranged: F i l e  i s  arranged i n  var ious  ways: Paid i nvo i ce  r e g i s t e r  - numertcal ly,  
Cash Receipts - ch rono log ica l l y ;  End o f  Month L i s t i n g  - a l p h a b e t i c a l l y .  

- 
8. Monthly Reference Rate How often are records referred to which are: 

200 ; Seven to twelve &nthr old 140 ; Thirteen to twenty-four months old 60 

i 
t- 
1 One to six monthsoid 

twenw-five months and older a ? 

Letter-size drawers ; Legakize drawers ; Shelves : Other lspecifyl 4 9. Annual R a a  of Accumulation of Records 

i 



YES 

X 

h. 1s there a dupii 

-. 

11. Rotention Raqyirrmntr The foltowing requires the series to be kept: 

years. . d. Auditperiod years. 
b. Statute of limitatiqn years. e. Administrativq need 4 ,years. ; 
a. State Law 

o Fodcral law -~ _ _ ~ ~ _  years. ~ ~ ~ ~ f .  Frckal retentim instructions -- ~~ years. i 

Attach copy or excerpt of laws or regulations. ,Explain administrative need. 

. .  
.t 

~~ 

, ~ <  I . . .  ~ . 

- 
- ! - .  .~ - 8 .  . -. .. . 

I i .  .. - . ~ , I  . . .. 

. -  .. 
~ - - .  - - - . .  - ~~. . .  . .  _ _  .~, . . - ~. .~ , -  ~. . .  >~ , : -  . .~ .~ _ _ .  ~- 

~ r r % n d s  . &at  . -  the file series . - 6 I cut ot t  . a t  I rcend - .. of arch:. .~ 
. . ~ .~ .... 

~~ 

--. ,. ~. - 
, -. . ~ k m j a r Y @ a r ;  aPFiJcal year; o OW'-  ' 

_ _  ~ .~ - 

. .  ~ ~ 

. .  . . ,  ~- -~ .~ , 

8 Hold in the current files area IlWfltMSl 1 yeadd; then - .  . 

Transfer to local holding area. hold 3 yearb): then 
0 Transfer to State Reaxds Center: hold 
El Destroy. 
U Transfer to  State Arehives for parmanent retention. 
0 Other lspecifyl 

year(sl; then 

NO 10. auestionnaire~ ( P l a a  an "x" in the proper Column) I .  L 

r a. Is this the official mpy of the series? 
If not. where is it? 

b. Uoes the series contain confidential information requiring securiw handling? If yes, cite law or regulation. 

',* I . '< - - r  

.. 1 t 

The* inmudons apply to a l l  prior and future accumulations of the series. 

ReoDmmenc&ions in para- 

,f exPl8MtiOIl.l 



I.._l" ...----I- - -.-. ----- ----. .-* - 
.* I .  - 7 2 7 3 - Y Z  

-- - - - -__. - 
1 --I 

-.- r RECORDS MANAGEMENT - - - _ ~  DIVISION I 

- -  

OFFICE OF THE SECRETARY OF STATE 

A X  / b /  

APPLICATION FOR RECORDS RETENTION SCHEDULE DEPARTMENT ARCH,VES AND 7. - 
______y_ f -  ---_ - -_._---- . , -  L_ =--- 

~ - ~- 

4 3. Action Requested I a. a Estaoiisn Retention Schedule, record wil;continue to accumulate. 
b. 0 Dispose of present accumulation; no further accumulation anticipated. 

- c. -;_Amend ApplicationNo. --- - - -~ - Check One: =Change; 0 Supercede; O x d  -_ - - - - _  
5. Records Series Title (followed by title used in office; if different) 

-- - __ Paid Invo ice  Register Fitc 
___._ 

What i s  the function of -theDtvision and the Office in which this record-series is  created? 

I C ~ 3 t e r  ct a r i a s  
Latest 

i 
To Date - I ~ - -  ~. - - 

%irision and Wia Function 
I 
i The D i rec to r  of Finance i s  responsible f o r  t he  accounts o f  the  Au tho r i t y  and establ ishes 
1 and maintains accounting methods and procedures fo r  t he  Author i ty .  He approves a l l  expenses 

fo r  the  D i rec to rs '  meetings; i s  responsible f o r  t he  a u d i t i n g  and accounting prov is ions  o f  I a l l  contracts,  leases and agreements o f  the  Author i ty ;  provides p ro tec t i on  o f  the  assets 
w i t h  adequate i n t e r n a l  con t ro l  procedures and assures proper insurance coverages f o r  the  I A u t h o r i t y ' s  propert ies;  and coordinates the  preparat ion o f  t he  annual budget w i t h  the  

, various d i v i s ions .  
r e l a t e d  f i nanc ia l  and cos t  data records are prepared d i s t r i b u t e d .  
funct ion i s  a l s o  a p a r t  o f  h i s  r e s p o n s i b i l i t y  as w e l l  as the  maintenance o f  a l l  contracts,  

Under h i s  supervision, monthly f i n a n c i a l  repor ts  are publ ished and 
The purchasing 

- ~ 

FOR AGENCY USE : 

- ,---- - - --- : 2. P a m n  to Contact 

- 
I 

I 

INSTRUCTIONS: See Publication No. 76-RM-! for instructions on completing this form. Forward signad oiiginal to 
Department of Archives and History, Records Management Division, 330 Capit 
Attention: Scheduling Section. 

: 
----* I_- - - - - -  -____-- 
I. Agenq Address 

Georgia Ports Au tho r i t y  
Finance D iv i s ion  
Post O f f i c e  Box 2406 
Savannah , Georgia 31402 

2 7 1978 1 NOV 2 8 1978 _ _  . _ _ _ _  __ - 
Working Title Telephone Number -1 

_ ~~ 

7. Record Series Description 

Documents relating to: 
t- 
I 

included are: 

File i s  arranged: 

1 ,  ~~ . ~ ~~ - ._~~-.____I_ __ 
This file contains the following ,documents (include form numbersand titles, if any): 
Attach samples of the file. 
Register l i s t i n g  app l i ca t i on  o f  payments, accounts outstanding and 
actual  cash r e c e i p t  s l i p s .  

Paid i nvo i ce  r e g i s t e r s  ( p r i n t o u t  form), cash rece ip ts  and support ing 
documents (check stubs),  outstanding l i s t i n g  - end o f  month i nvo i ce  
1 i st ing .  

F i l e  i s  arranged i n  various ways: Paid i nvo i ce  r e g i s t e r  - numerical ly;  
Cash Receipts - chrono log ica l l y ;  End o f  Month L i s t i n g  - a lphabet ica l l y .  ____ _____ - - - __ - .- _I - --_^ -I - . ~  - - _  

8. Monthly Reference Rate How often are records referred to which are: 

One to six months old I.__i 200 - . -; Seven to twelve months old --; 140 Thirteen to twenty-four months old 
twenty-five months and older- 8 - ?  

9. Annual Rate of Accumulation of Rerordr. 
Letter-size drawers - .- - ; Legal-spe drawers _--_._; Shelves -~ Other (specify) ~ 

60 ~ -; 

. .___ ~ - ~.. ___~  ~ ~ ~ _l_l__l___ ._ 

I 
4 i- 

.-.-. - ~ ...-__ __-ql"--_ _I----_- ~ .~.. . _-____. _-_,_ _ r _ _ 7 _ ~ _ _ _  ~ . - __c_I 

\R-50-71; Rev. 76 lover) 



Ti 
-1  

-1 
-1 
X - 1  - -  

-- I 
._ -1 
; I  
1. I 

a. State Law - . . ~  -years. d. Audit period -...- ~ _~ years. 
b. Statute of limitation .. -. . _-- -years. e. Administrative need --_-_ 4 years. 
c. Federal law _ _  . ~~.~~ .years. f. Federal yetention instructions _---~ .-i ~. ..years. 

Attach copy or excerpt of laws or regulations. Explain aarninistrative need. 

-_. ~_- ~- __ ~. . ~ .. .- .__~__.~~_i~ __-____ 
12. Anorwed Disposition Instructions This agency recommends that the file series be cut otf a t  th t  end of each: 

0 Calendar Year; Cd Fiscal rear; 0 Other .I___ tnen, . 

. .  . . .  
Q Hold in the current fi les area ----~-month(s) -. 2~~ . . yeark); then 
R Transfer to local holding area, hold A :~.-~--.  ' yea:(s); then 
0 Transfer to State Records Center; hold I- -'. -yeark); theti . 

. 

eP Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specifyl 

" 

i These instructions apply to a l l  prior and future accumulations of the series. 

I 
State Records Committee (Signarurel 

. ~. - 
Recommendations in para- 
graph 12 are approved. 
(If disapproved, attach letter 
I f  explanation.) ' 

_._..__ 

/If 2 3- 7d ;  


